. HOW TO MAKE THIS MANUAL WORK FOR YOU

(Edited and Contributed by Fredda Williams, Jean Nichols and Nancy Weatherman)

This manual is a practical guide for librarians and volunteers who will be planning and
implementing the statewide summer reading program theme at their library. Each year can
bring revisions and new ideas. The program ideas and crafts are only suggestions, allowing
for and encouraging in-house creativity and expertise.

LET'S BE PRACTICAL!

1.

Skim the manual prior to attending the Children’s Librarians’ Workshop. This will
give you a general understanding of the program and all that it involves. Also, review
the basic programming guidelines in this manual.

Then, read the manual thoroughly. Use a highlighter, write in the margins, use
bookmarks and post-it notes to highlight what you want to incorporate in your
library’s program. Web site links included in the manual were tested and active at
press time.

You may choose to use notebook dividers to mark the different sections of your
manual to make it easier to use. The programs have been placed in age categories
to make it easier to select programs for specific ages.

Once you are familiar with the program possibilities, design an overall plan for your
program. Meet with key staff members and volunteers to plan special theme weeks,
motifs, decorations, supply needs, contests, incentives, etc.

In order to keep ongoing statistics of how many children and adults are involved in

your programs, you may want to create a form like the following, or you may want to
write your programs and attendance figures on your calendar.

SUMMER READING PROGRAM STATISTICS

Kick Off Event

number attended

number of registered first day

number of staff

number of volunteers

Weekly Events

Story Time

number attended

number of staff

number of volunteers




Film Festivals

number attended

number of staff

number of volunteers

Saturday Program

number attended

number of staff

number of volunteers

Final Event
number attended

number of staff

number of volunteers

Total number of story hours, adventure clubs and Saturday programs

Total attendance

Total number of staff

Total number of film festivals

Total attendance at film festivals

Additional Notes:

(Use to record any special event that you conducted which could be replicated in the future

and that could be shared with other libraries.)



II. BASIC PROGRAMMING
1. GOALS AND EVALUATION
GOALS

As Children’s Librarians we should be committed to making a difference in our community
through library services to children. It is with this thought in mind that we turn our focus to
the summer reading program.

Librarians need to constantly look for ways to reach patrons not yet introduced to the public
library. The summer reading program is an excellent way to do this. During the Summer
Reading Program children and their parents are welcomed into the library for fun and
fellowship. Children are able to maintain reading levels through the summer and enjoy
themselves at the same time. Children who participate in summer reading programs have
such great experiences in the public library that they anticipate the next summer reading
program long before the school year is over. It is important for us to remember this
excitement when setting goals.

Although it is wonderful to find a tried and true program, it is also important to freshen up
your programs yearly. Children get bored easily, and if we are presenting the same type of
program to them every year, soon we will find ourselves without summer reading program
participants. When setting goals for your summer reading program, you should consider
modifying the structure from the previous year’s program.

When setting goals for your program it is important to be realistic. An appropriate goal for
your library should be one that is plausible, but will require a concerted effort on the part of
all the staff. Circulation always increases slightly during a summer reading program, so a
slight increase in circulation is not an appropriate goal unless you intend to try and keep
circulation at that increased rate all year long.

A plan of action is very necessary when setting goals. It is important to choose a strategy
that best meets your objectives. Below are some suggested examples of good strategies.

Make school visits in May to let all the children know about the upcoming program.

Distribute flyers to daycares, schools, churches, literacy groups and day camps.

Do something different than last year to prevent children from getting bored.

Make sure the program is fun. If you are not enjoying it, the kids are not enjoying it

either.

Contact your special education instructors and find out how to cater programs to the

special needs children in your area.

» Contact your English as a Second Language instructors and find out how to reach
minority and immigrant children in your area.

> Involve the entire family. Make sure you are offering programs that working parents

can get their children to as well as programming during the day.

VVVY

A\



EVALUATION

It is impossible to determine whether you have indeed met your goals if you do not have
any way to evaluate the program. Evaluation is the key to understanding the needs of the
community. Evaluating your program can be achieved in many different ways.

It is vital that you keep accurate statistics during your programs. Statistics allow us to
determine if our community is truly represented in our programs. They also tell us if our
strategies for outreach are effective.

You may also want to consider using a patron survey to evaluate your summer reading
program. Although the parents are going to provide the most thorough survey results, it
would also be an excellent idea to survey the children. They are the ones participating in
the activities, so they would be the best candidates to tell you if they are actually enjoying
the program.

For evaluation to be effective, it must be ongoing. Evaluating a program once every three
years is not nearly as accurate as evaluating a program three times a year. If you are truly
dedicated to serving your community to the best of your abilities, you will be pleased to
receive feedback helping you determine what needs to be changed and what has been a
truly successful endeavor. Negative feedback is inevitable. Fortunately these negative
responses are usually in the minority. Most of your patrons are generally happy with your
programs. These patrons are the ones who are going to give you invaluable ideas to further
serve your community. The important thing to remember is that we are here to serve our
community, and evaluations positive or negative ensure that we are constantly doing
everything we can to serve them better.

2. LAPSITS AND PRESCHOOL STORYTIMES

Lapsit programs are for very young children (usually 18 to 36 months) and are done with
one parent or caregiver for every child. There are several excellent resources available.
Storytimes for Two-Year-Olds by Judy Nichols is especially good and has excellent
introductory materials and programs organized by themes that are planned with the busy
librarian in mind. Other resources include, Toddler Time by Laurene K. Brown, Toddler
Theme-A-Saurus by Jean Warren, Children’s Library Services Handbook by Jane Gardner
Connor, and Lapsit Services for the Very Young Child 5 by Linda Ernst.

The lapsit program involves having the child and a caregiver sit together and enjoy stories,
fingerplays, songs, etc. in a group situation. They are very similar to storytimes for older
children, yet the caregiver provides the security and individual attention that allows the
youngest of children to enjoy a special time at the library. The programs give parents ideas
for sharing books and fingerplays at home with their children. If you are new to this age
group, try a shorter version of the regular storytime with more frequent use of fingerplays
and songs, and in the beginning, use shorter stories. All the elements of a regular storytime
are the same, but the children typically have a shorter attention span and their fine motor
skills are not as developed as those in older children. Repeated attendance will provide the
children more security in that they will become familiar with the program and what they can
expect. Within several weeks, you will be surprised at how much the children’s attention
spans increase, and how much longer they are able to sit for stories.
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Suggest that the caregivers follow along and help their child master the fingerplays
introduced. Talk about the stories shared and encourage reading aloud to their children
everyday. The toddlers will love the attention.

Reading-readiness skills are learned. They need to learn words on the page have meaning;
the pictures in the book help tell the story; words on the printed page are read from top to
bottom and left to right; pages are turned from right to left; fingers are used to turn the
page. These are just a few of the things a child learns just by watching and listening to a
story read aloud. Fingerplays help develop fine motor skills, and by listening for a short time
now, their attention span will increase allowing them to listen to longer stories later.

Preschool storytimes are an excellent way to introduce the library and books to young
children (usually ages 3-5) and their families. Studies have shown that children who are
read to regularly enjoy books more and are more successful in school than children who
lack this experience.

Choose books with clear pictures that can be seen well from a distance. Books should have
a balance of pictures and text. A variety of art styles, lengths and tempos is desirable.
Books that encourage child and parent participation are good. Simple storytelling without
books or visual aids can be included if the stories are short and uncomplicated.
Flannelboard stories are also popular.

Many people begin with a fingerplay or song to help children settle down. By using a short
activity between each story, children have an opportunity to move a little and to break
mentally from one story to another. Encourage parents and teachers to allow children a few
minutes to look at books and to borrow books after the storytime to read at home or school.

3. FAMILY STORYTIMES

Family storytimes are an excellent method for promoting family literacy. The family
storytime expands on traditional preschool programs in that both children and parents or
caregivers actively participate during the entire program. This format gives the parents and
caregivers the opportunity to become positive role models for their children in participating,
reading and listening. The children have the opportunity to see their parents as partners
rather than as observers as they listen to stories, sing and participate in activities.

Often, family storytimes incorporate a holiday or theme. For example, “Pajama Story Time”
— where children are invited to come in the evening, wearing their pajamas, bringing a
favorite toy or blanket, and snuggling up for a good book. Milk and cookies can be offered
as a treat at the end.

With an older or more experienced audience, it is possible to use longer picture books and
short chapters from novels as well as traditional storytime books. Children and adults
respond to different aspects of each story with the teller of the tale encouraging interaction
between child and parent for each other’s enjoyment and understanding.



Activities for smaller children can include rocking rhymes (i.e. “Trot, Trot, Trot to Boston”)

and interactive poetry/tickling rhymes (i.e. “Going on a Treasure Hunt”) that use a parent’s
touch to “draw” the story on the child’s hand, arm or back. Repetition becomes key when

older children want a turn with mom or dad. Older children are welcomed to bring along a
doll or stuffed animal to be their “baby.”

The frequency of family storytimes is up to the performer, but many find that having family
storytimes offered only once or twice a month make the event more special.

For more information, see Family Storytime: Twenty-Four Creative Programs for All Ages,
by Rob Reid.

4. PARENT AND FAMILY INVOLVEMENT

“The single most important activity for building the knowledge required for eventual success
in reading is reading aloud to children. Moreover, success in reading appears to be the
gateway to success in other academic areas as well.” (Reading Is Fundamental
http://www.rif.org/parents/articles/FamInvolvement.mspx)

With all the information available on the benefits of reading to children it would seem that
every parent would read to their child, but they do not. Early literacy is just another way
libraries can make a difference in their communities. Educating parents of small children on
just how important it is to read aloud regularly to their children should be a major part of
your summer reading program. This effort can be achieved in a variety of ways.

Parents may not read to their children because they do not know how. What seems
obvious to librarians may not be obvious to many parents. Hosting a program that outlines
effective read aloud strategies with children is an excellent way to promote family literacy.
Invite parents to attend this program, and make sure you have some fun activity for their
children to participate in while they are listening to the speaker. Invite one of your local
elementary educators to discuss early literacy practices or give the presentation yourself.
There are a wide variety of books available on the subject. Make sure these books are on
display in the library, so parents can check them out after the program. Booktalk some titles
that are especially fun to read to small children. These and other great titles should be
available in a display that parents can easily spot and checkout. Changing the books out
periodically will create an easily accessible place for parents to find quality books to read to
their children. Parents who may not have the time to sift through shelves of books will
appreciate having the choices in a convenient location.

Host a Father’s Night Out. Have children bring their fathers and grandfathers to the library
for a special program. We all know how important the male figure is in a young child’s life.
What better way to promote literacy in young children than to have their fathers and
grandfathers accompany them to the library? You could read stories to the group, make
crafts and provide simple refreshments.

Consider planning your Summer Reading Program Kickoff event for later in the evening,
and make it a family affair. Offer family reading certificates to families who read together.
Older siblings can be “Book Buddies” to their younger brothers and sisters by reading to
them. Allow these books to count as you would any other books read by the children.
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The important thing is to educate parents on the importance of family literacy. We need to
stress how little effort and time it takes out of already busy lives to read together, and how
vital this little bit of time may turn out to be.

5. READING ALOUD AND STORYTELLING

So you have a group of squirmy children in your library for storytime. They are all sitting on
the floor, peering up at you, just waiting to see what's going to come out of your mouth.
Even children have certain levels of expectations when it comes to entertainment. You rub
your sweaty palms against your pants and you start to feel the same nervousness that a
public speaker may feel as they step up to a podium. What do you do? Do you grab a
book and start reading in a shaky monotone? Do you think, the faster | read the sooner 'l
be finished? Or, do you throw up your hands and go running from the building?

Hopefully you do none of the above. But, just in case, here are some tips that will make
your reading aloud experience and your storytelling experience, more enjoyable for you
and your listeners. The art of reading aloud and storytelling (yes, it is an art!) is all about
action, emotion, and expression. There is a difference between reading a book and making
the book COME ALIVE for the children. When reading a book aloud, follow these steps:

1) Find a book that you really enjoy reading yourself. Study that book like an actor
studies a script. Become familiar with the dialogue. Note whether there are
repetitions or rhymes within the text of the story.

2) Now that you are familiar with it, try reading it aloud to family members, friends, or
your own children. Exercise your voice! Change the voices of the characters. Use
your own facial expressions to reflect the expressions of the characters in the book.
If the character is mad, then by all means, look and sound as mad as you can!

3) Find words that “move”. These could also be called “action” words. If the characters
are pushing and pulling, or jumping and skipping, or clapping and running, then get
your audience to participate in these parts of the story by moving through the
motions with them.

4) Get comfortable. Find a book-holding position that is comfortable for you. One way
is to hold your book out to the side of you. Position your hand where the back of the
book is resting against your thumb and your other four fingers are holding the pages
flat. This way the book is easy to read and the children always see the pictures.

6. PUPPETRY

There are many kinds of puppets- finger puppets, stick puppets, hand puppets, mouth
puppets, etc. to use with your summer reading programs.

Formal shows require some sort of puppet stage. These shows may be done “live” or the
scripts may be taped ahead of time. Live shows are more spontaneous and allow for more
audience interaction.



In an informal show you may wish to use a puppet to introduce a story and help keep the
children’s attention. Puppets can help children focus and keep their attention longer.

It is important to practice with your puppet, but it is not necessary to be an “expert”. Try to
develop a distinctive voice for each puppet. Use a voice that you are comfortable with and
can use for long periods of time.

7. BOOKTALKING

A variation on storytelling, this skill allows you to end the program by "selling" a few books
to be read by the audience. The idea is to tell enough about the book to capture interest
without revealing the entire plot. Here are a few examples to get you started. More
information is available in Booktalk! 2 and Booktalk! 3 by Joni Bodart-Talbot. If you use this
for a program, try to have several copies of each title available so children can check out
the ones they want.

a) Louanne Pig in Making the Team by Nancy Carlson and Barbara Douglass.
(Grades Preschool - 2)

Louanne Pig practices cheerleading for the tryouts coming up while her friend Arnie works
on football skills for football tryouts. Arnie can do flips and somersaults while Louanne
helps Arnie learn to catch and tackle. As the week wears on, the two help each other, and
by the end of the week, Arnie still can’t catch the football and Louanne still can’t do a
somersault. Will either of them make their team?

b) Golf in Action, by Hannelore Sotzek. (Grades 4 — 6)

Have you ever wished you could swing a golf club and make a hole in one but don’t know
how to hold the club? Are you mesmerized by watching a ball travel high in the air, gently
fall to the ground and roll to the green? Need help understanding the basics of the game

and how to keep score? Golf in Action is for you. Learn about swinging, standing, holds,

grips, clubs and divots to help you perfect your game.

c) Spike It! by Matt Christopher (Grades 4 — 6)

Jamie is the star volleyball player for her school. She loves the game, and she’s really
great. She spends most of her time practicing. Her best position is “hitter”. She can spike,
pound and get the ball over the net. Jamie is the best but doesn’t brag. She’s glad her
talents help make the team, a winning team. The team at home isn’t doing as well
however. Her dad has just remarried and a new stepsister has joined the family. Younger
sister, Laura, has found a new idol in step-sister, Michaela, who happens to be a star
volleyball player as well. Jamie is now facing the lost admiration of her baby sister and that
playing volleyball with someone who is taking over the game just isn’t as much fun. As a
matter of fact, both Michaela and Jamie get benched for their behavior. Is their home life
benched as well? Matt Christopher shares great stories. He knows how games are
played, on and off the field.



8. OUTSIDE SPEAKERS and PERFORMERS

Sports programs are a great way to get the entire community involved with the library. Most
children’s teams need parent volunteers as coaches, referees and sponsors. Use this spirit
of volunteerism to enlist volunteers for your own programs. Invite the coach of a little
league team to give a demonstration or simply talk about the rules of baseball. Enlist your
local high school football team to help with a program. YOU DO NOT HAVE TO DO IT ALL
YOURSELF. There are many people who would be happy to present or help with a
program if they were approached. Use them. You have so many things to do during the
Summer Reading Program that a presenter could provide a little variety to your programs
while freeing you up to do the other things on your list.

When planning for an outside speaker, make arrangements as far in advance as possible.
Popular performers may book months in advance. Send a letter confirming the date, time,
place, special equipment such as microphones, projector, etc. and program content. Make
sure the speaker knows what age group to expect, and ask if he or she has worked with
children before. Try to involve the children as much as possible. It is helpful to have things
the children can touch or try on. Call the speaker several days before the program to
confirm the schedule. On the day of the program, be there to introduce the speaker and to
help arrange necessary equipment. Be sure to send a thank you note after the program. If
the speaker is from a public agency, you might also want to send a letter to his or her
supervisor. ALWAYS HAVE AN ALTERNATE PROGRAM READY IN CASE OF A LAST
MINUTE CANCELLATION.

9. CRAFTS AND ACTIVITIES

Activities can be as simple as a fingerplay or as complicated as a craft. ALWAYS MAKE A
SAMPLE AHEAD OF TIME. This will give you a better idea of what to expect. When
planning crafts, keep the following things in mind:

» Always plan for more mess, more time and more materials than expected.

» PRE-REGISTER! There will always be some who failed to register, but it will give
you a better idea of how many children to expect.
Have supplies set up before kids arrive.
Demonstrate for the group or have helpers do so at each table.
Cover tables if using paint, glitter, glue, or markers. Cover the floor if using paint.
Use “washable” paints and markers.
Try to put craft materials in many small containers like egg cartons, pie pans, etc.
Always have volunteers assist with crafts. (1 assistant for every 5-10 kids is
preferable)
Craft materials can be prepackaged and sent home with the children if the group is
too large to permit the craft being done during the program.
DISPLAY CRAFTS! Kids love to point out their work to their parents; plus, itis a
cheap way to decorate your library for Summer Reading!

YV V VYVVVVY

Remember to compliment the kids on the great job they are doing.



10. MUSIC AND SONGS

Music is a great way to involve everyone in a storytime program. The youngest of children
are often motivated to move by the natural rhythmic beat, or comforted by soothing sounds.
Rocking motions help stimulate the inner ear, promoting balance for young crawlers and
walkers. Older children enjoy participating in the movement/motions of chanting a rhyme,
repeating a line, or having an opportunity to be loud and wiggly while in the library! Music
provides opportunities for learning letters, numbers, colors, nursery rhymes, and even
foreign languages.

If you are among those talented enough to be able to play a guitar, recorder, or keyboard —
you can add an exciting element to your storytimes. But for those of us who struggle to find
even a voice to sing along, incorporating music can be a challenge.

In her book, The | Can’t Sing Book: For Grownups Who Can’t Carry a Tune in a Paper Bag
— But Want to Do Music with Young Children, Jackie Silberg emphasizes the use of
rhythmic activities to enrich children’s lives. Contrary to the title, this is not a how-to on
singing. Instead, it offers many wonderful suggestions for music. Even the most “musically
challenged” people can learn to comfortably and effectively use music with young children
and their families.

Other ideas for incorporating music:

e Act out a silly song with puppets, flannel board pieces, or dressed as a character.

e Borrow or make rhythm band instruments (sticks, bells, drums, symbols) and have a
parade.

¢ Invite local musicians, bands, or specialty musicians to present a storytime. (*Check
to see if a local Kindermuzik® instructor would present a free lesson — in exchange
for free advertising for their programs.)

e Adapt familiar tunes to fit a theme by changing the lyrics. (i.e. “I'm a Little Teapot”
becomes “I'm a Little Groundhog” for Groundhog Day)

Borrow CD’s and tapes of music from other local libraries. Look at collections of songs
such as Do Your Ears Hang Low, The Silly Song Book, and_American Folk Songs for
Children. You will be surprised at how many songs you remember. This is a wonderful part
of our cultural heritage that many children do not know.

11. POETRY

Poetry can add to any program. Children can easily remember and repeat poetry. Children
who speak a language other than English and children with special needs may find poetry
easier to catch on to than regular stories. Poetry is a wonderful way to express difficult
emotions and inspire imagination. Try a variety of themes and types of poetry. Use funny or
scary collections in conjunction with jokes and riddles. There are many illustrated
collections that can be shared at storytimes and at programs for older children. For
hundreds of ideas on how to use poetry, see The Poetry Break by Caroline Feller Bauer,
The Handbook for Storytellers by Bauer or Juba This and Juba That by Darlene Hopson.
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[ll. SUMMER READING PROGRAMS

1. BASIC GUIDELINES AND STRUCTURE
BASIC GUIDELINES

The best way to ensure the success of your summer reading program is to make sure you
have a good set of guidelines. Guidelines provide the roadmap for all participants and
program workers to follow. When setting guidelines it is important to remember your
audience, staff, hours of operation and space considerations. To keep your program fresh it
is suggested that you change your guidelines annually or biannually. If you counted hours
read last year, count books read this year, etc.

A good program is flexible enough that all children who want to participate can. In addition,
while you want to encourage children to read and listen to good books, the general goal of
summer reading is to generate enthusiasm for books and reading and to promote the idea
that reading is FUN! Don’t put restrictions on what type of books the children can read.

What follows is a general outline for planning:
1. Concerning the participants, determine:

which age groups will be allowed to participate (try not to leave out any age group)
whether children will need to register for the program

whether participants will count books or minutes read

the minimum, if any, number of books participants will need to read

whether children will receive prizes for books or minutes read

2. Concerning the program itself, determine:

e the duration of the program (6-8 weeks is the normal length)

e the number of programs to be offered

e the age groups for which programming will be offered (Try to offer a variety of
programs that will appeal to different age groups.)

e where to recruit volunteers and how many will be needed

e the cost of the program (crafts supplies, refreshments, performer’s fees, giveaways
and prizes, etc.)

3. Concerning the individual programs, determine:

e the day(s) of the week and the times when programs will be held (Again, try to
provide variation on the days and times to allow everyone the opportunity to attend.)

e the length of the programs

e whether outreach programming will be offered

4. Good publicity is invaluable to a summer reading program. If people do not know about
the programs, how can they be expected to attend? Publicity can be accomplished in a
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number of ways. School visits are without a doubt the best, cheapest way to promote your
summer reading program. Every public library should be making school visits during May to
promote their upcoming program. Provide flyers to be included in report card mailouts.
Send information to your local newspapers, school newspapers, PTO newsletters and local
radio and cable television stations. Display posters in the community: at doctor’s offices,
grocery stores, skating rinks, movie theaters, video stores, etc. Be sure that the posters list
the library’s name, the phone number, dates of the program, and any other relevant
information.

5. A “Schedule of Activities” provides a handy reminder for participants. The schedule
should list the planned programs, the dates and times they are offered, the age groups that
are eligible to attend, and a brief description of each program. Note whether pre-registration
is required. Include the dates the summer program will run, the library’s phone number and
any other pertinent information. Staff should also get a schedule.

6. Guidelines should be distributed to all staff and volunteers.

7. Registration forms can provide useful information. This is an easy way to determine
yearly enrollment, as well as a simple way to fill out reading certificates in advance. They
also provide a simple means of sending awards and statistical information to local schools
regarding the number of their students who participated in summer reading. Finally, useful
demographic and future planning information can be gleaned from the forms.

8. If possible, supply registration packets to all registrants. A packet could contain the
registration form, schedule of activities, reading logs, a bookmark or sticker and copy of any
rules or guidelines that participants need to be aware of.

STRUCTURES

When considering the structure of your program, keep in mind that the goal is to encourage
reading and library use, to maintain good feelings and most importantly, to create an
atmosphere that will increase children’s self esteem, AVOID COMPETITIVE PROGRAMS!
Consistently rewarding the best readers will only result in poorer readers feeling as if they
have failed, thus making the library a place they do not want to visit.

There are an infinite number of ways to structure a summer reading program. Your goals
and objectives, as well as your target audience, will determine how you structure your
program.

Highly structured programs will exclude many children and should be avoided. A highly
structured program may make it more difficult for children to succeed or participate in
reading programs.

The following are things to consider when structuring your program:
1. Will reading logs be maintained by the staff or the child?
2. Will children be required to read a minimum number of books or minutes in order to
earn a certificate? Setting this number too high will encourage children to cheat or
not participate at all.
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Will children set their own personal reading goals? An achievement agreement is
included in the appendices.

. Will the library provide a reading list in certain genres or subjects that the children

are required to read from?

Decide to what degree your program will be structured and adjust each of the elements
accordingly.

Plan it well, keep it simple, and HAVE FUN!

In addition to the above suggestions, the following ideas will work well with any structure:

1.

Create an attractive display of books that reflect the theme. Make an attractive
reading list that contains these titles, and give a small incentive when a child reads
from this list (sticker, bookmark, stamp, etc.).

Certificates may be awarded to the child in a number of ways: at the Grand Finale
Event or upon completion of the requirements. You can also send them to school
once school has started back to be distributed by teachers, administrators or during
an assembly by the librarian. This is an excellent way to generate publicity.

Children should be encouraged to challenge themselves with the materials that they
choose, but they should never be made to feel embarrassed by their choice of
materials.

. Readers advisory: All readers enjoy personal introductions to books. Nonjudgmental

assistance is desired, but attractive book displays, booktalks and fun bibliographies
can be used to spark interest.

Contact teachers before school is out and have them provide any summer reading
list they have given to the students. If possible, pull these books before the program
begins and mark them so children can identify their school’s list. Otherwise, make
copies of the lists and keep them in an accessible place for the children to use on
their library visits.

Listeners: Most libraries make provisions for non-readers and preschoolers in their
summer programs by counting the books or minutes read to the child by family
members or friends. Both the child and the library reap the benefits from this
practice.

Studies have shown that 50% of a person’s ultimate intellectual capacity is in place by age
four. The most important thing anyone can do to help children succeed in school is to read
aloud to them regularly, especially in the first five years.

PLANNING TIMELINE
Prior to preparing your timeline, take into consideration the following:

1. Clear visits with school and daycare officials early enough to get on their calendar.
2. Try to confirm dates for: Vacation Bible School
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Camps
Little League playoffs
Pool openings
Other recreational special events
Last day of school
First day of school
3. Print deadlines for newspapers, PTO newsletters and other media.
4. Consider staff vacation schedules when planning programs
5. Set an orientation date early for staff and volunteers.

4-5 Months Prior to Summer (January or February)
1. Review your manual thoroughly. Read over the activity sheets to plan for required
materials.

2. Decide on dates, structure and procedures for the program. Summer reading programs
usually run from six to eight weeks.

3. Create a calendar for a tentative scheduling of programs to avoid conflicts with other
library activities and with other community activities.

4. Determine the cost of the program. List all needed supplies, including arts and crafts
materials, napkins, refreshments, give-aways, performer fees, etc. How much does the
budget allow? List other resources in the community that could be helpful such as
businesses, Friends groups, civic organizations, parents, etc. Place a list of needed
materials in the library, and ask patrons to donate items. If you do not have a Friends
group, contact:

Friends of Libraries USA, Friends of Tennessee Libraries
American Library Association www.friendstnlib.org/

50 East Huron St.

Chicago, IL 60611

5. Place want ads in local papers for performers and volunteers. Staff and patrons may
have special talents and interests to share. Arrange for volunteers.

6. Order books to enrich the theme and order any media for programs.
3-4 Months Prior to Summer (February or March)

1. The program schedule should be almost complete. Plan alternate programs in case of
cancellations

2. Talk with all library staff about your plans for the summer. Be sure to keep them informed
as plans develop. Pages and clerks may assist with programs and sign up. They are also
very good PR agents for programs. Maintenance people may have ideas for setting up
displays. Invite all of your staff to participate.

3. Confirm films, performers, and craft dates. (Be sure to “kid test” crafts.)

4. Check State Library materials to ensure accurate number needed.
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5. Order materials for crafts.

6. Check AV equipment and repair it if necessary. Plan publicity (see section on publicity).
Prepare flyers with information about the Summer Reading Program for distribution to
children and parents at schools, day cares and at the circulation desk.

7. Prepare needed materials for volunteers.

One Month Prior to Summer (April or May)
1. Send letters to Friends of the Library and community organizations for volunteers.

2. Place posters in the community and in each library.

3. Visit newspapers, radio, and TV stations to explain publicity needs. Take your first press
release.

4. Make school visits. Do not forget private and parochial schools.

5. Distribute the letter from the Governor to parents or other custodial individuals. Distribute
bookmarks or flyers during school visits and ask to have notices put in newsletters or sent
home in report cards. Ask permission to post flyers or posters in the school. Do not forget
parent groups and organizations like the Girl and Boy Scouts. Be sure to make every effort
to contact day care groups. Sample letters to schools and day care centers are included in
the PUBLICITY PLANNING section of this manual.

2-3 Weeks Prior to Summer (May)
1. Remind staff about the program and pass out schedules and rules you will be using.

2. Begin decorating the library
3. Make packets for registration. Include logs, schedule of events, etc.
4. Review the evaluation form as a reminder of all the statistics you need to keep.

After the Program

A follow-up with community sponsors is important in order to show your appreciation.

Do not forget to submit the completed Questionnaire/Evaluation Form found in the
program manual. In addition, the Materials Order Form for the 2006 SRP may be
found in the same section of this manual. Please observe the deadline for return to
the Tennessee State Library and Archives.

The following is a program checklist that may be helpful when planning individual
programs:

PROGRAM CHECKLIST

Theme:

Program Objective:

Target Age Group: Target Audience Size:
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Length of Program: Preparation Time:
Date & Time of Program:
Set Up Time:
Program Presenter:
Address:
Telephone:
Additional Staff/ Volunteers Needed:
Activity:
Instructions:
Supplies & Equipment Needed:
Budget (include presenter’s fees, cost of supplies, etc.):
Books & Audio Visual:
Publicity:
Evaluation:

2. VOLUNTEERS

A valuable component to any successful program is staffing. Now is the time to tap into a
valuable resource... volunteers! Volunteers are an important part of the summer program
and can provide the extra support needed to present successful activities.

In addition to parents of summer reading program participants, retired persons, scout
troops, teens, civic organizations, garden clubs, and Friends of the Library groups, there
are other individuals in the community who are willing to lend a hand to a specific task or
event (i.e. music or art specialists). In order to maximize local volunteers there must be
planning, advertising, recruiting, supervision and recognition.

Planning
Think through each program, listing and describing ways in which volunteers could help.
Volunteers can prepare and serve refreshments, make copies, aid with children during
storytimes and craft activities, shelve and straighten books, prepare displays and bulletin
boards, and prepare craft supplies.

Once these summer programs are underway or even winding down, volunteers can aid in
the “recovery” from summer reading by helping prepare for the demands of the upcoming
school year.

Advertising
Please spend time in the section of this manual on publicity and public awareness activities
that will be helpful in preparing advertisement strategies for encouraging volunteers. The
most important objective you can have is to let the entire community know you need their
help in order to make summer reading a success!

Recruiting
The following suggestions may help in the recruitment of volunteers:
> Place a sign-up sheet in a highly visible location for all library activities.
» Use a bulletin board to advertise specific task needs.
> Recruit from the Friends of the Library through a newsletter or regular meeting.
» Advertise in local papers, newsletters and high schools.
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For teenagers, look into having them submit a letter of recommendation from an
outside source.

Supervision

A good volunteer will be able to work with a little guidance and very little supervision.
Make clear exactly what you expect from them as program volunteers; including
dress code, scheduled hours, etc.

Create an open and communicative environment. Be on hand to help or answer
questions.

Make the task worthwhile for the volunteer. Do not waste his/her time with unrelated

items, poor timing or poor planning.

Recognition

Never allow a volunteer’s contribution to go unrecognized. Recognize each informally with
immediate thanks and more formally with a letter of appreciation, a copy of the certificate of
appreciation provided with your summer reading program materials, or some other gesture
of recognition such as a “thank you” dinner.

Volunteers and Programming

Tap into the talents of the community by recruiting volunteers to assist with or provide
programming. In recruiting these resource people, approach them with concrete ideas or
work with them closely in developing an idea together. Be sure that the person you are
recruiting can relate to the age group for which you are planning programs.

Provide the volunteer person with any guidelines and background information:

VVVVYY

Emphasize that the program is statewide and publicly funded.

Share examples of previous programs, successes and failures.

Explain how his/her presentation fits with the entire program.

The anticipated age and size of the group

Desired length of the program

Assure him/her that you will be with them throughout the program to assist him/her
and supervise the children.

Where to Find Talented Volunteers

>

VVVYVY VY

Elementary and secondary teachers, especially of music, art, science and teachers
of the gifted and talented

Local community college or university professors

Conservation or park officers, agricultural extension agents, parks and recreation
workers

Natural science, art or nature museums

Planetariums or aquariums

Community theaters

Local clubs and organizations (i.e. request the talent of magicians, amateur radio
operators, collectors and historians)
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3. MONEY

Many libraries have nothing set aside in their budgets for the summer 